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PURPOSE OF FILEPURPOSE OF FILE
DOCUMENTATIONDOCUMENTATION

•• To provide orderly record of contract processTo provide orderly record of contract process

•• To easily understand transactionsTo easily understand transactions

•• To locate documents quickly and easilyTo locate documents quickly and easily



TOPICSTOPICS

•• DefinitionsDefinitions

•• ProcedureProcedure
–– When to have documentationWhen to have documentation
–– What documentation is necessaryWhat documentation is necessary
–– Documentation orderDocumentation order
–– Service ContractsService Contracts
–– Simple TransactionsSimple Transactions
–– ResponsibilitiesResponsibilities



TOPICS CONTINUEDTOPICS CONTINUED

•• IMPORTANCEIMPORTANCE

–– AuditsAudits

–– ProtestsProtests

–– Public SuppliersPublic Suppliers

–– Ease of locating informationEase of locating information



DEFINITIONSDEFINITIONS



FILE DOCUMENTATIONFILE DOCUMENTATION
PROCEDUREPROCEDURE

•• When to have DocumentationWhen to have Documentation

•• What Documentation is NecessaryWhat Documentation is Necessary

•• Documentation OrderDocumentation Order

•• Service ContractsService Contracts

•• Simple TransactionsSimple Transactions

•• ResponsibilitiesResponsibilities



WHEN TO HAVEWHEN TO HAVE
DOCUMENTATIONDOCUMENTATION

•• Procurement Transactions each require their ownProcurement Transactions each require their own
documentation:documentation:

–– Initial Contract AwardInitial Contract Award

–– Change to ContractChange to Contract

–– Contracts that can be placed independentlyContracts that can be placed independently

–– Exercise of Contract OptionsExercise of Contract Options



WHAT DOCUMENTATIONWHAT DOCUMENTATION
IS NECESSARY?IS NECESSARY?



✔✔ A File DocumentationA File Documentation
ChecklistChecklist



✔✔ Post Award AdministrationPost Award Administration
DocumentationDocumentation



✔✔ Procurement SummaryProcurement Summary



✔✔ Contract DocumentsContract Documents



✔✔ SolicitationSolicitation



✔✔ Solicitation ResponsesSolicitation Responses



✔✔ Single/Sole SourceSingle/Sole Source
ApprovalApproval



✔✔ Authority to BuyAuthority to Buy



DOCUMENTATION ORDERDOCUMENTATION ORDER

•• Must follow the File DocumentationMust follow the File Documentation

ChecklistChecklist

•• Reverse chronological order (typically)Reverse chronological order (typically)

•• Each section shall be separated by aEach section shall be separated by a

dividerdivider



SERVICE CONTRACTSSERVICE CONTRACTS

•• Must follow the requirements of the StateMust follow the requirements of the State

Contracting ManualContracting Manual

•• A Procurement Summary is requiredA Procurement Summary is required

–– form 15 may serve that purposeform 15 may serve that purpose



SIMPLE TRANSACTIONSSIMPLE TRANSACTIONS

•• File Documentation Checklist NOT RequiredFile Documentation Checklist NOT Required

•• Recommended OrganizationRecommended Organization
•• Post-Award Administration DocumentationPost-Award Administration Documentation
•• Procurement SummaryProcurement Summary
•• Contractual DocumentContractual Document
•• SolicitationSolicitation
•• Solicitation ResponsesSolicitation Responses
•• Single/Sole Source ApprovalSingle/Sole Source Approval
•• Authority to BuyAuthority to Buy



RESPONSIBLITIESRESPONSIBLITIES

•• Buyers shall prepare file documentationBuyers shall prepare file documentation

•• Approving authorities designate required submittedApproving authorities designate required submitted

documentationdocumentation

•• Buyers send closed contracts to storageBuyers send closed contracts to storage

•• Records management destroy files at expirationRecords management destroy files at expiration
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IMPORTANCE OF FILEIMPORTANCE OF FILE
DOCUMENTATIONDOCUMENTATION



AUDITSAUDITS



PROTESTSPROTESTS



PUBLIC / SUPPLIERSPUBLIC / SUPPLIERS



EASE OF LOCATINGEASE OF LOCATING



RECAP WHAT WE’VERECAP WHAT WE’VE
LEARNEDLEARNED

•• DefinitionsDefinitions

•• ProcedureProcedure
–– When to have documentationWhen to have documentation
–– What documentation is necessaryWhat documentation is necessary
–– Documentation orderDocumentation order
–– Service ContractsService Contracts
–– Simple TransactionsSimple Transactions
–– ResponsibilitiesResponsibilities



RECAPPING...RECAPPING...

•• ImportanceImportance

–– AuditsAudits

–– ProtestsProtests

–– Public / SuppliersPublic / Suppliers

–– Ease of locating informationEase of locating information

RECAPPING...RECAPPING...
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